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Records/44 USC 3301

= All books, papers, maps, photographs, machine -readabl
materials, or other documentation regardless of physical
form or characteristics

Made or received under Eederal Law: or In connection Wiilg
the transaction of public business

Preserved or appropriate for presenaiion as evidence: ol
organization,functions, policies, JECISIONS; ProcEdUles,
operations, or other activities er hecause el tie
iInformational value of data i them
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Record ypes

= PERMANENT - For the Life of the Republic
(Never Destroy)

s TEMPORARY - Finite Period of Time
(Disposahble)

= VITAL - Permanent or hemporany
Emergency - Operatng
Rights & linterest
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Documents

= A DocumentS NOT Just One or More
Pages of Paper

s A DocumentlS a Collection of
Information (Data)

— Text - Charts - Photes
— Graphics - Images - Efc.
— Tables - Video
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Document Mangement

The opganization, control, and

administration of documents
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Document Mangement

= Creation
Collection
Organization
Control
Storaye
Retrieval
Dissemination
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Records Mangement

Document Mangement

Records Dispesition
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CEERIS

= Records/Document Management Syste
— Functional Reguirements

— Functional Components
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CEERISFunctional Rguirements

NARA
MARKS

Rules of Evidence

ANSI, DoD, DA, and Corps ReqUIrements
for Open Systems Architecture
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CEERISFunctional Comonents

= Image Server

= Jukebox

= Index Server

= Scan/Index Workstatien(s)

s Document Retrievall\WWorkstations




Document Workflow

J Group Workflow u

Document and Records Management

Record Optical
CREATE CAPTURE Oracle Index Storage

Database

1 - Import/Scan

- Index TIFF Image
- Verify/QC or
Electronic
File

- Reuse
- Disseminate
- Archive

/

Conversion Distribution i

- Adobe PDF - Internet
- Intranet

 S—

Distribution or Exchange




CEERIS Process Flow

Document/Record
Creation Scanned Compressed

Record QA
and Indexing

Storage

Typical Output Devices

* Laser Printer
OuipiEs * Plotter

Necessary : » Computer Output




System Confguration

JUKEBOX X

IMAGE SERVER INDEX SERVER

Network
Backbone

RETRIEVAL WORKSTATION
SCAN/INDEX WORKSTATION
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CEERIS Benefits

Optimize and Streamline Business
—unctions

Rapid Access (o) Infermation
Time/Mission: Critical IDecISIons
ResponsIivVeNness

Productivity
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CEERIS Benefits

Improved Reliability of Information
Holdings

Simplified Dissemination
Concurrent ACCEsS
Storage Space

Cost Savings
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Implementation Process

= Analysis and Definition Phase
= |Implementation Phase

= Operation and Maintenance Phase




T

Analysis and Definition Phase

Enterprise Considerations
Implementation Task Group
Conversion Strategy.
Workflow Analysis

System Components

Project Plan

— Implementation Schedule
— LCMIS Documentation - ASDP
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Enteprise Considerations

Extent of Final Implementation

Inde

pendent or Shared Systems

Haro

ware Redundancy

Software Licensing| Cesis

District-Level Responsikilities

Branch-Level Respoensinilities




Implementation Task Graqu

Program Leader
Task Group
Dynamic Greup

Plan and Coordinate implementation
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Conversion Stratyy

Volume of Current Holdings
Organization and Cemposition
Disposition Sechedule

Media

New Production Estinjate

Source Application
(office application;,, CAID; Eete:)
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Conversion Stratyy

s On-Site Personnel
s Off-Site Service
s On-Site Contracters

s Centralized or Decentralized




Workflow Analysis

How does work get to branch?
Who makes assignments to sections, within section?
Who does what to complete the assigned action?

Who is responsible for filing completed action and
maintaining files?

What are the shared information needs across the
functional elements?

What information is needed at the various levels of
management?




System Comonents

= Jukebox
Index Server
Image Server
Scan/Index Workstatien(s)

Document Retrieval \Workstations




System Confguration

poaniil

JUKEBOX g
IMAGE SERVER

'W

INDEX SERVER

|

Network
Backbone

RETRIEVAL WORKSTATION
SCAN/INDEX WORKSTATION
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System Comonents

= Image Server

— Pentium/166MHz with 128MB RAM
— Windows NT

— SQL Server

— DiskExtender
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System Comonents

s Jukebox

— HP 40fx

— Dual Drive

— WORM Media
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System Components

= [ndex Server

— CDS CEAP Server

— Unix Operating System
— Oracle RDBMS

— CEERIS Index Datalhase
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System Comonents

s Scan/ Index Workstation

— Pentium/79VIHZ Microcomputer with 32MB
RAM and 1.06GB Hara Disk

— Dual Page 19" Moenitor

— Group IV Compression Scanner withi SCSI |
— Microsoft Windoews 95

— Oracle SQL*Net

— ApplicationExtender

— CEERIS Application Seftware
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System Comonents

s Retrieval Workstation

— 486/66 MIHz Microcomputer with 16IMB
RAM

— Microsoft Windews 95
— Oracle SQL*Net
— CEERIS Application Seftware

— ApplicationExtendeseitware




Prgect Inplementation Plan

= Introduction
Task Group
Schedule

Hardware and Sefitware

— Configuration

— Pre-installation Infiastructiure
— Procurement Reguirements

Document Conversion; Strateay/
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Prgect Inplementation Plan

(cont.)

= Workflow
= [raining and' Doecumentation

s System Certification

= ASDP (with EA)




G

Implementation Phase

System Installation
System Doecumentation
Initiall Backiile Conversion

Training
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System Installation

= Hardware/Software Components

s CEERIS Index Database
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System Documentation

s System Administration Manual

= Document Conversion and QA Manual

= Recordkeepindvianual

s User Manual
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Initial Backfile Conversion

= Ensures System Is Functional

= Required Prior to User Training

s Continues Into O&VIFPhase
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Training

s System Administration Training

= Verification Training forBackiile
Processing

= Conversion and QA T@aining

= Recordkeepindraining

= End User Training




G

O&M Phase

Backfile Conversion

System Certification

Pariod

Perioo

Ic Site Audits of System
iIc HQ Audits efi System

= Configuration Management




G

Points of Contact

= Program Manager, Linda Worthington, HQ-
DIM (202) 761-0332

= System Developer/integrator, ERM Program
Management Company, Richard August/Claire
Ortiz (703) 734-9327




